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* Variable entry screen: 

 

 
 

 

* Report: 

 

 
 

 

* Initial Selection Criteria: 
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* Additional Selection Criteria: 

 

 
 

 

 

 This report extracts employees from IT0001 from SAP ERP, or from the PMIS Employee 

snapshot data. Data from PMIS is available for any month from the years 2000 to 2007/2008 

(to Beacon go-live date) for the Beacon agencies, and from 2000 to 2011 for University SPA 

employees.  It lists the number of employees for the organizational unit selected as of the end 

of the calendar month/year specified.  

 

 

  The „Columns‟ and „Rows‟ areas indicate the field selections that are initially displayed on 

the report. 

 

 „Free Characteristics‟ indicate the additional field selections that can be dragged and dropped 

in and out of the report.  

 

 This report will include University and NC Housing and Finance when it is run statewide. 

See additional notes below for instructions on how to filter off Universities and Housing and 

Finance Org units.  
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How to filter off Universities and Housing and Finance Org units 
 

1. To filter off the Universities 

 

Step 1: Filter Org Unit only for applicable orgs.  Position the mouse over the “Org Unit” data 

element, right-mouse click ->Filter ->Select Filter Value. 

 
 

 

Step 2: Change the Show tool: drop down menu from Single Values to Value Ranges  
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Step 3: Type 20000300 in the From: space for the starting value.  Type 20000319 in the To: 

space for the ending value.  Click Add. 

  
 

 

Step 4: Select the Range from Selections and click the RED button to exclude 

 
 

 
 

 

Step 5: Click Ok at the bottom of the dialog box.  The report will refresh automatically. 
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2. To filter off the Housing and Finance 

 

Step 1: Filter Org Unit only for applicable orgs.  Position the mouse over the “Org Unit” data 

element, right-mouse click ->Filter ->Select Filter Value. 

 
 

 

Step 2: On the left side, at the bottom of the dialog box, type in Org Unit 20000319.  Click Add. 

  
 

 

Step 3: Select Org Unit from Selections and click the RED button to exclude. 

 

 
 

 

Step 4: Click Ok at the bottom of the dialog box.  The report will refresh automatically. 
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Key BI Points to Remember  

 Do not use the Back button on the browser to go back. (Instead use “Back One 
Navigation Step”.)  

 BI Reports sort from the left to right.  

 Columns can be removed by dragging up and dropping in the dark blue area.  

 

 

 

 


